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BENEFITS ADMINISTRATION

Unlocking Pending (Locked) Life
Insurance Records
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Demonstration

- Procedures for Optional Life Applicants
(Locked Employees)

Human Resources > Personnel Management >
Administration > HR Master Data
(PA30)
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Optional Life Applicants
(Locked Employees)
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Menu Path: Human Resources > Personnel Management >
Administration>HR Master Data (PA30)
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Optional Life Applicants
(Locked Employees)
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3. Select the Insurance Plans or enter
Infotype 0168 under the Benefits tab.
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Optional Life Applicants
(Locked Employees)
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5. Select the locked record |: Note: A locked record will be
displayed as shown.
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* Note: Refer to EBD’s “Table of Important Dates” for pay period corresponding
to effective date of coverage.
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Optional Life Applicants
(Locked Employees)
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*Note: You may receive a message box stating the following: “Recalculation
date change for Evidence of Insurability”, Click the green check and Save
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Optional Life Applicants
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Questions and Answers
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